Change Your Email Address in Blackboard Written for version 8: 27-Jul-09

By default Blackboard uses your official University email address. The email address associated
with your Blackboard account is used for communication among Blackboard users. If the email
address listed is not your primary email address, you may change it to another email address.
To change your email address in Blackboard:

1. Click the Personal Information link in the Tools area on left side of the Blackboard home page.
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Tools

& Announcements
[ Calendar

0@ Tasks
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B4 Send E-mail
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2. Click the Edit Personal Information link.

-] Personal Information

P | Edit Personal Information
Edit personal information <=

P Set CD-ROM Drive
Set the CO-ROM drive used to access content on yvour local computer

P Set Privacy Options
Select which fields of your personal information are publicly available

P Set Visual Text Box Editor Options
Set the options for using the Visual Text Box Editor

P Setlanguage Pack
Set your User Language Pack

3. Enter your desired email address. (For example, thomasgy@gmail.com).
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Edit Personal Information

€ Personal Information

First Hame |GI|:|riE|

Middle Hame |

" Last Mame  WWashington

Email thomasgy@mailbox sc ed|

@ Account Information

Username gwashington
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NOTE: This will only change the address used for email sent through Blackboard.

4. Click Submit to finish and to save changes. If you decide to use your USC email address in the

future, you must manually change your Blackboard email address.

PERSONAL INFORMATION = EDIT FERSONAL INFORMATION

| Edit Personal Information

User information updated.
First Mame:Gloria

Middle Mame

Last Mame:VWashington
Email-thomasgy@gmail .com
Username:gwashington

Street 1

Street 2

City

State / Province

Zip { Postal Code
VWebsite:http-fwww uts sc_edultts
Home Phone

Work Phone:(803) 777-6015
Wark Fax

Maobile Phone

Tuesday, Juhy 28, 2009 12:15:23 PM EDT
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5. Click the OK button at the bottom of the screen.

6. At the Personal Information screen, click the OK button at the bottom of the screen.
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